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ABSTRACT 
 
PLEASE or the”Pick, List, Evaluate, Activate, Supply, and End”strategy, in previous 
studies has been foundto enhance students‟ writing skills of personal letter. Through this 
research, the effectiveness of the similar strategy to enhance students‟ writing skills of 
personal letter at eleventh grade of SMA Cinta Amal is examined. The quasi-
experimental design was used, in which the data, theresults of students' pre-test and post-
testwascollected in the form of scores. The researcher gave treatment to the experimental 
group. In the experimental group,the pre-test of the mean score was 53.00, and in the 
post-test the mean score was 81.89. It was found that the use of the PLEASE strategy can 
enhance the students' writing skills. 
Keywords: Personal Letter, PLEASE Strategy, Senior High School. 
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ABSTRAK 
Sita Devi Agustin, 2020. Memperkuat strategi PLEASE ”Pick, List, Evaluate, 
Activate, Supply, and End” untuk meningkatkan keahlian menulis siswa 
pada surat pribadi di kelas sebelas SMA Cinta Amal. Tesis.Program 
Pascasarjana Pendidikan Bahasa Inggris, Universitas Muhammadiyah 
Malang. DosenPembimbing: 1. Dr. Sri Hartiningsih, M,M. 2. Dr. Estu 
Widodo, M.Hum.  
 
PLEASE or the”Pick, List, Evaluate, Activate, Supply, and End”strategy, di study 
sebelumnya telah ditemukan untuk meningkatkan keahlian menulis siswa pada surat 
pribadi. Melalui penelitian ini, keberhasilan dari strategy yang sama untuk meningkatkan 
keahlian menulis siswa pada surat pribadi di kelas sebelas pada SMA Cinta Amal diuji. 
Model quasi experimen digunakan, dimana datanya, hasil daripre-test dan post-test 
siswa dikumpulkan dalam bentuk angka-angka.Peneliti memberikan perawatan pada 
grup experiment.Pre-tes dari grup experiment nilai rata-ratanya adalah 53.00, dan 
di post-tes nilai rata-ratanya adalah 81.89.Penelitian tersebut ditemukan bahwa 
menggunakanPLEASE strategi bisa meningkatkan keahlian menulis siswa. 
Kata Kunci: Surat Pribadi, PLEASE Strategy, Sekolah Menengah Atas. 
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Introduction 
Background 
People have realized the importance of learning English in social 
activities. They learn English to communicate with other people around the world. 
People can quickly obtain information and follow the development of the period, 
considering that English has been a language that is important to be 
learned.However, many students find difficulties or problems in learning 
English.Based on Unal et al. (2017), students are not aware of the importance of 
learning English.The learners ignore the importance of learning Englishconsider 
that English is just needed in a school environment.The students‟ enthusiasm in 
the following English material was very low, and it made the students' score also 
less of the standard minimum score.Many people use English every time and 
whenever they are, but sometimes they are difficult to understand each other (C. 
Percy, 2017). In other words,the people have known about English, but sometimes 
their pronunciation is not clear enough to be understood by other people. 
Besides the people have to be able to speak English well as the first or 
second language, people also have to be able to write the words. Writing also 
becomes one of important skill to be learned by the people.Writing skills is 
essential to be taught in the teaching and learning process because writing is one 
of the skill to produce language (Fareed et al., 2016). This condition will give the 
students more opportunities to share their ideas and everything that they have 
known in the writing form. The students can practice and strengthen their writing 
skills when they pour all of the ideas in their writing. Further, Adas et al. (2013) 
state that, through writing the studentsnot merely share about their experience, but 
also make the learning experience of great value. 
Togatorop (2015) states that writing is essential in education, even after 
the learners have graduated. He points out the benefits of learning writing skills 
can be guaranteed for an extended period, in which through writing, the students 
may use their writing skills in the future life, such as at the place where they work. 
Based on Khatib (2015), the students can increase their habit of writing, or they 
will have more experience in the future if they often practice the writing 
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skillsfrom right now.The researcher finds that the students in the various levels 
need writing skills,it begins from the school environment till in the workplace. 
Sianna et al. (2017) point out that the students have difficulty starting their 
writing because the students lack vocabulary. The students are confused about 
what they have to write in the paper. Moreover, Fareed et al. (2016), some issues 
become a weakness for the students' writing ability, such as lack of idea, lack of 
vocabulary, the limitation of grammar, and tenses. Those are the factors of why 
the students still low in writing skills. Thus, before the students start the writing 
activity, they have to prepare the topic. However, if they have no or lack of the 
idea to start the writing activity, it can obstruct their activity in writing. The 
students must have much knowledgeabout vocabulary tobe proponent to develop 
the students‟ writing skills. Chowdhury (2015) said that there are some problems 
that students face in errorcharacteristics from students‟ writing, such as how to 
write well or arrange the sentence, the written of the words, the using of subject 
and predicate, and the choosing of words that appropriate with the content. 
Javed et al. (2013) said that writing becomes a complicated skill than 
others, in which the writers have to pour all of their thinking. Indirectly people 
feel that writing activity can spend their energy to think. Sinaga et al. (2017) point 
outthe problem in writing skills, not merely because of the students' limitations. It 
can also come from the teacher's preparation, which is not planned before. Before 
starting the writing activity, not only students that have to prepare the idea, but 
also the teacher should plan the topic that will be explained because the readiness 
of both teachers and students being one sign that the writing activityis successful. 
Hidayati et al. (2015) state that personal letter can help the students to 
improve their writing skills by expressing their idea in the letter. The students 
might pour all their ideas in the letter that is a concern to someone. The students 
can practice writing sentence by sentence while they sharpen the ideas.  
Lestari (2017) said that the problem in teaching writing personal letter the 
students have to be able to arrange the sentence and use grammatical correctness. 
The researcher cited, the students of senior high school still lack grammatical 
knowledge in writing sentences, or they cannot arrange the sentence well. They 
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cannot distinguish the using of appropriate to be such as “.., you are a new 
teacher… .”, they also do not know how to arrange words “news good.”   
Obzori (2012) said that teaching strategy is useful in helping the students 
to develop their competences or skill. The teaching and learning process will be 
more productive by using a particular strategy. The teacher should choose the 
appropriate strategy with the material or skill that is taught. Further, Kistner et al. 
(2015) said thatby using strategy, the teaching process is easy to be organized, and 
it includes crucial aspects in the teaching-learning process. In the teaching-
learning process, the teacher needs to use strategy to make the process run well 
and agree with what the teacher expected. 
Awang et al. (2013) point out that strategies can be one of an alternative to 
encourage the students' interest in the material that the teacher explains, and it is 
used to make the students more active during the class. The appropriate strategy 
that is used will be useful to help the teacher in the teaching andlearning process. 
A strategy is a way the teacher can attract the students' attention to follow the 
activity in the class.  
Marzulina (2018) states that the PLEASE strategy can enhance the 
students writing skills, mainly writing a paragraph. By using this strategy, the 
students can be easier to do their writing with the steps that have been arranged. 
They just follow the steps that they write before in the planning. PLEASE strategy 
provides simple procedures in which the students can do and follow easily. 
Based on Aminatun (2018), the using of the PLEASE strategy can help the 
students in the writing process, because the PLEASE strategy provides steps to 
write so that the students can memorize what they want to write. On the other 
hand, Siringoringo (2017) said that the PLEASE strategy might help the students 
to create their ideas and do planning for the writing activity. It means the students 
have to prepare the list of ideas that they want to share in the personal letter.  
In this study, the researcher intended to assess the effect of the PLEASE 
strategy on the students‟ skill in writing personal letters. 
The research question:Does teaching writing using the PLEASE strategy enhance 
students‟ writing of personal letters?. 
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Hypotheses 
In this research, the hypotheses are: 
1. Null hypothesis (H0): the eleventh-grade students of SMA Cinta 
Amaltaught using the PLEASE Strategy does not obtain the better 
achievement of writing the personal letter than the students who are taught 
using the discovery learning. 
2. The alternative hypothesis (H1): the eleventh-grade students of SMA Cinta 
Amal taught using PLEASE Strategy obtain the better achievement of 
writing a personal letter than the students who are taught using the 
discovery learning.  
Review of Related Literature 
Definition of Writing 
Writing is an activity in which the writer can produce language in the form 
of a paragraph. According to Titisari (2013), writing is an activity that creates 
sentences in written form. This activity allows the students to make a creation in 
writing text. By practicing regularly, the students writing skills will be better, and 
the written can use for other people. Styati (2010) points out; writing is a complex 
activity in which the students are demanded in mastering grammar, vocabulary, and 
punctuation. To start writing activity, of course, the writer or students have to have 
preparation such as knowing more vocabulary, having an understanding when they 
should use punctuation, and the importantlythey must be able to recognize the using 
of grammatical structure.  
Based on Ariyanti (2016), she stated that academic writing is the writer shows 
how they think, analyze, and present factual information. In writing, people may 
express what in their minds in a peace of paper. They create a creation in written form 
that everyone can read. It may be formed as scientific writing or the writer's 
experience. Moreover, Anggara (2013) states that writing is a process of arranging 
a text whereby the content has to be determined before creating the product. If the 
writer starts the writing activity, first, they have to prepare the topic. They are 
considering that writing is an activity to create something in the form of writing. 
The reader will read the result of the activity, thus the content of the written 
should be explicit and easy to understand. 
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Components of Writing 
Hughes (in Sianna and Syawal, 2017) said that there are five components 
in writing, namely:  
1. Content: The content has to be clear and easy to understand by the readers. 
Thus, the content looks interesting to read, and it is one of the criteria of 
good writing.   
2. Organization: A written has to have relevant information, the story related 
to each other, has a purpose that will be informed to the readers, and how 
the writer writes the story has to follow the rules such as general to 
specific or specific to general. 
3. Vocabulary: The selection of the words should be familiar or commonly 
used by other people. Thus, readers can understand the message of the 
writing easily because good writing depends on adequate words. 
4. Language: In writing, the writers should be able to attract the readers' 
feelings when reading the story. In which the language use is very 
dominant to extend the message of the writing. The arrangement of the 
sentences can also influence the readers' understanding. Therefore, the 
writers have to pay attention to grammatical use such as select appropriate 
verbs, nouns, adverbs, and adjectives. 
5. Mechanics: It refers to the way or the rules of writing, such as pay 
attention to the punctuation use, capitalization, and spelling that is used. In 
which the readers are easier to understand and catch the message or the 
idea. 
The Strategy of Teaching Writing 
Definition of Strategy 
Thamarana(2015) states that strategy is the way or step for the teacher to 
use in helping the students to learn, think, and so forth, to achieve the goal of 
learning. A strategy is aplanning that consist of some activities compilation the 
teacher uses in the classroom. The strategy is used to attract the students' 
enthusiasm so that they focus on the material that the teacher explains.   
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Definition of PLEASE Strategy 
Based on Aminatun (2018), PLEASE Strategy is a mnemonic during the 
activities are completed with some steps to do the writing. The students are not 
only taught using this strategy, but also asked to list their ideas to make them 
easier to do the activity. Dewi (2018) said that PLEASE Strategy is one of the 
teaching strategies that provides six steps to do writing activities.  
The Procedures of PLEASE Strategy 
Milford et al. (2011) said that PLEASEis a mnemonic that provides 
students ofthe following steps: 
1. Pick the topic. 
2. List ideas that will be used. 
3. Evaluate the list that will be included. 
4. Activate the sentence with the topic. 
5. Supply the list of ideas that suitable for the topic sentence (supporting details). 
6. End bysummarizing sentence. 
Those are the steps in the writing activities by using the PLEASE strategy 
the teacher will provide to the students. It may help the students to write 
effectively during the writing process. Every procedures direct the students to 
write in harmony from the necessary process.  
The Advantages of PLEASE Strategy 
Welch (in Agustina, 2018) stated that, there are four advantages of using 
PLEASE strategy are: 
a. PLEASE strategy provides students with the utilizing of a first-letter mnemonic 
that cues students on how to complete the writing task independently. 
b. PLEASE strategy is useful for developing students‟ cognitive knowledge of 
paragraph composition. 
c. To help students to improve their attitudes toward writing and writing 
instruction. 
d. To help students with learning disabilities how to write a paragraph. 
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The Functionof PLEASE strategy 
According to Boyle (in Siringoringo, 2017), PLEASE is a strategy that 
helps the students to memorize and help them in the writing activities using 
planning, composing, and revising components. The students can be easier to start 
their activity in writing with those plannings. This strategy provides some steps 
that the students need in writing with the activities planned by them. 
Definition of Personal Letter 
Nisaa (2014) states that personal letter is one of the communication tools 
in the form of writing aimed at specific people to share personal information. This 
letter sometimes happens between two people where by the sender wants to give 
information to the receiver. A personal letter is a letter in the form of personally 
that is sent to certain people.  
The Structuresof Personal Letter 
Bodomo (in Nisaa, 2014) said that there are seven structures of a personal 
letter, namely: 
(1) Date,  
(2) Salutation and name of the recipient, 
(3) Introduction,  
(4) Body,  
(5) Closure,  
(6) Complimentary Close, and  
(7) Signature. 
Those are particular structures that have to write in a personal letter. It is 
one of the requirements in writing an excellent personal letter. If one of the 
structures is not written, it cannot be called an excellent personal letter.   
The Functionof Personal Letter 
According to Farid (in Purwasih 2018), the function of a personal letter is 
as a communication tool in the form of writing, documentation, reminder, 
historical, safety information sent to certain people. A personal letter is beneficial 
to inform particular information to other people.  
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Research Method 
Research Design 
 This researchused quantitative as the method, and quantitative research 
was a method that the data was collected in the numerical forms. The method 
focused on quasi-experimental design, and the researcher collected the data from 
the result of students' writing test. In the experimental research design, the 
researcher used two groups that were divided into experimental group and control 
group. This study had two variables, dependent and independent variables. The 
researcher gave a treatment to the experimental group by teaching the students 
using PLEASE strategy. The students were guided during the teaching and 
learning process.  
The quantitative research method had three categories: design, 
measurement, and analysis issues. The design defined that in this research, quasi-
experimental research as the design that had been conducted. The types of 
measurement were different that consist of validity and reliability, in which it was 
the scope of measurement issue. The analysis issues refers to the relationship 
between variables, how to collect the data, the utilizing of a specific type of 
research (Wu et al., 2011).The data in the quasi-experimental design was in the 
form of numbers, and two variables were used in this design that consists of 
independent and dependent variables. The quasi-experimental design needed a 
sample to fulfill the requirement of a research. 
 A quasi-experimental design is a research whereby the researcher can 
manipulate the causes and treatments, but this research does not permit a 
randomized controlled group (Hallberg, 2015).In the quasi-experimental research, 
the researcher not necessary to random each group of the experimental or control 
group. Because it was included a nonrandomized control group that the researcher 
just needed to determine each group and gave treatment to the experimental group 
only. The researcher gave pre-test and post-test to each group. The pre-test was 
aimed to measure the students‟ understanding about the material that would be 
taught by the researcher. According to Ari et al. (2010), nonrandomized control 
group, the pretest-posttest design is one of design that often used in a quasi-
experimental design. 
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Table 3.1. Nonrandomized Control Group, Pretest-Posttest Design 
Group  Pretest  Independent Variable Posttest  
E  Y1 X  Y2 
C  Y1 - Y2 
E: experimental group 
C: control group 
Y1:theresult of pre-test 
Y2:theresult of the post-test 
X: treatment for the experimental group 
There were some steps in conducting quasi-experimental design 
(Nonrandomized Control Group, Pretest-Posttest Design), the researcher had: 
1. determined the two classes in SMA Cinta Amalin the 2019/2020 academic 
year to the experimental and control group 
2. conducted the pre-test for both experimental and control group 
3. gave the treatment (teaching writing using PLEASE strategy) to the 
experimental group 
4. conducted the post-test for both experimental and control group 
Population and Sample 
The population and sample of this research were students at XI grade in 
SMACinta Amalin the 2019/2020 academic year. The populations was 23 
students, and the sample was X1 IPS 1 that consists of 12 students and X1 IPS 2 
that consist of 11 students. This research was located at Brijend Slamet Riadi 
street No. 134, Oro-oro Dowo, Klojen, Malang City, East Java. 
Research Instrument 
The researcher used a writing test as an instrument to gather data in the 
form of numbers.Writing test was an activity of the students to practice their 
writing skills, and in this research the type of writing was free writing. It was to 
know how far the students could express and shared their ideas through written 
forms. A writing test was conducted to measure the students' competence and 
ability in writing skills. 
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Data Collection 
The researcher collected the data from the result of the students' writing 
test. Then, the researcher collected the data or students' results after conducting 
the writing test. First, the researcher collected data by conducting a pre-test for 
both the experimental and control group. Then, in the last section, the post-test 
was conducted to know the significance result. The researcher knew the 
achievement of the student from theresult of writing tests. 
Data Analysis 
According to Sharma (2018), data analysis is a process to define the data 
from the research in the forms of numbers or describe the process. The data was to 
know the relationship between two variables.In the experimental research design, 
the data wasformed of numbers. The data was seen in the pre-test and post-test of 
both groups. According to Kim (2015), a t-test is a type of statistic analysis, and it 
is used to compare the result of two groups, experimental and control group. 
According to Strode et al. (2015), there are some steps to calculate t-test, 
namely: 
1.Calculating the mean of each sample population and subtract one from the other. 
Taking the absolute valueof this difference. 
2.Calculating the standard error, SE. To compute it, calculating the variance of 
each sample (s2), and dividing it by the number of measured values in that sample 
(n,the sample size). Adding these two values and then toke the square root. 
3.Dividingthe difference between the means by the standard error to get a value 
fort. 
4.If the calculating t-value is higher than the appropriate critical t-value, this 
indicate that the means of the two samples are significantly different at the 
probability value listed (in this case,0.05). If the calculating tis smaller than 0.05, 
then it cannot reject the null hypothesis and infer that there is no 
differencebetween the population means. 
Hypotheses 
 H0 was accepted if the P-value was higher than 0.05 
 H1 was accepted if P-value was lower than the significance level of 0.05  
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Developing Instruments 
Validity 
Validity was a measure to show the validation of an instrument, and the 
instrument had to be able to measure what it was supposed to measure. Validity 
refers to the description of the students' results of the test that are ensured, and a 
test can be said valid if the test follow the requirements of a good test for the 
students (Ouzouni et al., 2011).In this research, the researcher used content and 
construct validity. Content validity referred to the measurement of the test quality 
related to the material that had been taught by the researcher. Whereas construct 
validity referred to the degree in whichthe test measures what it was required to 
measure. It was based on the aim of the lesson plan and lesson in the syllabus.  
Reliability 
Reliability was the stability of a test, and it was used to measure an 
instrument. Reliability is about the stability of measure, the measurement 
instrument is consistent, and the scores were reliable (Ouzouni et al., 2011). In 
this research, the instrument was rated using an analytic rubric by two raters. The 
two raters were the researcher and the teacher of SMA Cinta Amal. The used of 
rubric could help the raters to assess students' writing test, and it made the scoring 
of writing tests were more reliable.       
According to Cohen (in McHugh, 279: 2012), the criteria of Kappa 
namely: 
≤ 0    : No agreement 
0.01–0.20  : None to slight agreement 
0.21-0.40  :Fair agreement 
0.41-0.60  :Moderate agreement 
0.61-0.80  :Substantial agreement 
0.81-1.00  : Almost perfect agreement 
Table 3.2. Reliability Pre-test of Experimental Group 
Symmetric Measures 
 Value 
Asymptotic 
Standard Error
a
 Approximate T
b
 
Approximate 
Significance 
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Measure of Agreement Kappa ,603 ,177 4,376 ,000 
N of Valid Cases 9    
 
Table 3.3. Reliability Pre-test of Control Group 
Symmetric Measures 
 Value 
Asymptotic 
Standard Error
a
 Approximate T
b
 
Approximate 
Significance 
Measure of Agreement Kappa ,635 ,159 6,490 ,000 
N of Valid Cases 9    
Table 3.4. Reliability Post-test of Experimental Group 
Symmetric Measures 
 Value 
Asymptotic 
Standard Error
a
 Approximate T
b
 
Approximate 
Significance 
Measure of Agreement Kappa ,746 ,148 6,285 ,000 
N of Valid Cases 9    
 
Table 3.5. Reliability Post-test of Control Group 
Symmetric Measures 
 Value 
Asymptotic 
Standard Error
a
 Approximate T
b
 
Approximate 
Significance 
Measure of Agreement Kappa ,614 ,166 5,123 ,000 
N of Valid Cases 9    
According to all the reliability data above, the Measure of Agreement in 
column Value were more than the significance score (Sig.). In the reliability pre-
test of experimental group the Value was 0.603, and it was interpreted as 
moderate agreement. Whereas, in the reliability pre-test of control groupthe Value 
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was 0.635, reliability post-test of experimental groupthe Value was 0.746, and 
reliability post-test of control group the Value was 0.614 in which they were 
interpreted as substantial agreement. 
Findings of the Research 
Research Findings 
 These findings referred to the using PLEASE “Pick, List, Evaluate, 
Activate, Supply, and End” strategy at Eleventh grade of SMA Cinta Amal. The 
researcher discussed about a personal letter which was conducted for three 
meetings. The researcher gave the experimental group a treatment during the 
process of research.  
Data of the Pre-Test 
 The pre-test was conducted before the students of the experimental group 
were given a treatment of PLEASE „Pick, List, Evaluate, Activate, Supply, and 
End’ strategy. The information of data descriptive analysis about the students‟ 
writing skill showed the pre-test score between the experimental and control 
group, as follows: 
Table 4.1. Descriptive Statistics of Pre-Test Score of Experimental and Control Group 
 
Based on the data of pre-test score, the total sample both of group are 9. In 
the pre-test of the experimental group, the minimum score was 44, the maximum 
score was 63, the mean score was 53.00, and the standard deviation was 7.937. On 
the other hand, the minimum score of the control group was 29, the maximum 
score was 63, the mean score was 39.89, and the standard deviation was 11.129. 
Data of the Post-Test 
 The post-test score was collected from the experimental and control group. 
The data of the students‟ writing skill had been presented, as follows: 
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Table 4.2. Descriptive Statistics of Post-Test Score of Experimental and Control Group 
 
According to the table above, it demonstrated that the post-test score of the 
experimental and control group. In the pre-test of the experimental group, the 
minimum score was 71, the maximum score was 93, the mean score was 81.89, 
and the standard deviation was 7.688. Whereas the minimum score of the control 
group was 29, the maximum score was 83, the mean score was 55.67, and the 
standard deviation was 19.912.  
Normality Test 
 The normality test was used by the researcher to determine the result of the 
experimental and control group whether or not the result of students' writing skills 
was normal. If the result of Kolmogorov-Smirnov and Shapiro-Wilk were more 
than 0.05, thus the data was normal and the researcher could continue and use 
parametric statistics to analyze the data of research. The result of the normality 
test between the experimental and control group, as follows: 
Table 4.3. Normality Test of Experimental and Control Group 
 
 The data revealed that the significance score (Sig.) for all data score in the 
Kolmogorov-Smirnov and Shapiro-Wilk are more than 0.05. Indeed, the data of 
the normality test was normal. Thus, it could be continued by using parametric 
statistics. 
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Homogeneity Test 
 The homogeneity test was usedby the researcher to determine whether or 
not the post-test of the experimental and control group was equal or 
homogeneous. If the significancescore (Sig.) was more than 0.05, thus the result 
of post-test both of groups wasequal or homogeneous. It could be seen in the row 
Based on Mean, as follows: 
Table 4.4. Homogeneity Test of Post-Test of Experimental and Control Group 
 
 The table of the homogeneity test of the post-test of the experimental and 
control group above showed that the significance score (Sig.) Based on Mean was 
0.047, it was more than 0.05. Indeed, the result of a significance score (Sig.) was 
equal or homogeneous.  
Independent Sample t-test for Hypothesis Testing 
Independent sample t-test was used to compare the result of the post-test 
score between the experimental and control groups, in which in the experimental 
group, the students were given treatment, and in the control group, the students 
were taught using the discovery learning. This test was done to know whether or 
not both groups had differences in the result of the post-test. 
Table 4.5. Independent Sample t-test of Post-Test Score 
 
 The score of significance (2-tailed) in the row equal variances assumed 
was 0.002 and less than 0.05. Because of the significance score (Sig.) was 
homogeneous; thus, it was used a row of equal variances assumed. Indeed, the 
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result between the experimental and control groups had differences by using 
PLEASE “Pick, List, Evaluate, Activate, Supply, and End" strategy for the 
experimental group and discovery learning for the control group. The differences 
score both of group could be seen in the table of descriptive statistics below, as 
follows: 
Table 4.6. Descriptive Statistics  
 
The table indicated that the result in the mean score of the pre-test 
experimental group was 53.00, and the post-test was 81.89. It meant that the using 
of PLEASE “Pick, List, Evaluate, Activate, Supply, and End" strategy could 
enhance the students‟ writing score. Whereas, the mean score of the pre-
testcontrol group was 39.89, and the post-testwas 55.67. The result proved that the 
score of the control group had increased. However, the using of PLEASE “Pick, 
List, Evaluate, Activate, Supply, and End" strategy was more effective than the 
discovery learning. 
Discussion 
 This research used PLEASE “Pick, List, Evaluate, Activate, Supply, and 
End" strategy as the strategy to teach writing skills and personal letters as the 
material. The using of PLEASE “Pick, List, Evaluate, Activate, Supply, and End” 
strategy in this research was focused on the eleventh-grade students of SMA Cinta 
Amal. 
Based on the data above, the using of the PLEASE strategy could enhance 
the students' writing skills. This strategy was appropriate to be used to teach 
writing skills for the students of senior high school by following the steps of the 
procedure. According to Gill etal. (2017), teaching strategy is planning that the 
teacher has been prepared before conducting the teaching process to achieve the 
target of learning. By using an approach in teaching and learning process, it 
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wouldhelp the teacher to teach in the class with proper preparation that the teacher 
planned before.  
The using of the PLEASE strategy could enhance the students' writing 
skills because the students were taught and asked to follow the steps of the 
procedure in writing activity. According to Al-zu'bi et al. (2019), the used of the 
PLEASE strategy can help the students to improve their writing skills by 
following the steps from pre-writing and then the students can develop their ideas 
while writing. Besides that, the students could be more comfortable to remember 
the actions and apply the structure that was provided. In this research, the students 
were able to enhance their writing skills by following the steps of the PLEASE 
strategy. 
Aminatun et al. (2018) state that, thePLEASE is effective to be used in 
teaching writing skills.The students are easy to remember the steps of the 
procedure. The students were easy to know the way to write a good paragraph by 
following the available actions. Therefore, it assists the students to enhance their 
writing score, and learned writing well. 
On the other hand, Marzulina (2018) says that the result of the students‟ 
descriptive writing can be improved by using the PLEASE strategy. The 
researcher found that the result of the students' descriptive essay was lower than 
significance level at 0.05, wherebyit can be concluded that there was a 
considerable improvement of the students‟ descriptive writing. If the previous 
research could enhance the students' writing skills used the descriptive essay as 
the material, in this research, the content was a personal letter. Both of the studies 
had a same strategy; it was the PLEASE strategy.  
Conclusions and Suggestions 
 According to the data analysis above, it showed that the using of PLEASE 
"Pick, List, Evaluate, Activate, Supply, and End” strategy could enhance the 
students‟ writing skills. The using of that strategy was sufficient to be used in 
teaching writing skills. There were some factors of the improvement of students 
writing skills; the students could follow the steps of the strategy that the 
researcher used,the students followed the structures of making personal letter, the 
test was appropriate with the material, and the material was appropriate with the 
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students‟ level or based on the lesson in the syllabus.As a result, the students 
could achieve the standard minimum score of writing skills.  
Based on the result some suggestions are given to the English teacher and 
the other researchers. 
For the English Teacher 
 The suggestions for the English teacher: 
1. The English teacher issuggested to use PLEASE “Pick, List, Evaluate, 
Activate, Supply, and End” strategyas a strategy in the teaching and 
learning process to enhance students‟ writing skills. It can effectively help 
the students to write the sentence by sentence better.  
For the Next Researchers 
 The suggestions for other researchers, such as: 
1. The next researchers are suggested to implementPLEASE “Pick, List, 
Evaluate, Activate, Supply, and End” strategy to the higher level, such as 
in university. 
2. The next researchers are suggested to use other materials in implementing 
PLEASE “Pick, List, Evaluate, Activate, Supply, and End" strategy such as 
procedure text, news item text, narrative text, etc. 
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Appendix 1 
PERSONAL LETTER RUBRIC 
Categories  Excellent  Very Good Satisfactory Need 
Improvement 
Score  
 40 30 20 10 40% 
Format  Format is 
correct, 
including 
sender 
address, 
date, 
recipient 
address, 
salutation, 
body, 
closing, and 
signature.  
 
One of the 
following 
parts is 
incorrectly 
formatted: 
sender 
address, 
date, 
recipient 
address, 
salutation, 
body, 
closing, and 
signature. 
Two of the 
following 
parts are 
incorrectly 
formatted: 
sender 
address, date, 
recipient 
address, 
salutation, 
body, closing, 
and signature. 
Three of the 
following parts 
are incorrectly 
formatted: 
sender address, 
date, recipient 
address, 
salutation, body, 
closing, and 
signature.  
 
 30 20 15 10 30% 
Body 
(Content)  
Body 
includes at 
least three 
complete 
paragraphs. 
A clear 
purpose is 
clearly 
stated and 
conveyed to 
the reader. 
Missing one 
component 
from the 
following: at 
least three 
complete 
paragraphs, 
clearly 
stated 
purpose. 
Missing two 
components 
from the 
following: at 
least three 
complete 
paragraphs, 
clearly stated 
purpose. 
Missing three or 
more 
components 
from the 
following: at 
least three 
complete 
paragraphs, 
clearly stated 
purpose. 
 
 10 8 5 3 10% 
 23 
 
Spelling 
and 
grammar 
 
Grammar 
and spelling 
are correct. 
Grammar 
and/or 
spelling 
errors are 
minimal (<2 
errors). 
Several errors 
in grammar 
and/or spelling 
(>2 errors). 
Many errors in 
grammar and/or 
spelling (>4 
errors). 
 
 10 8 5 3 10% 
Language 
(Language 
is 
appropriate
) 
The 
language is 
appropriate 
for the 
recipient.  
One word is 
not 
appropriate 
for the 
recipient. 
Two words 
are not 
appropriate for 
the recipient.  
More than three 
words are not 
appropriate for 
the recipient.  
 
 10 8 5 3 10% 
Concisenes
s  
The letter is 
free of 
redundant 
and/or 
superfluous 
wording.  
The letter 
contains no 
more than 
two cases of 
redundant 
and/or 
superfluous 
wording. 
The letter 
contains more 
than two cases 
of redundant 
and/or 
superfluous 
wording, but 
they do not 
distract from 
the message.  
The letter 
contains so 
much redundant 
and/or 
superfluous 
information that 
the message is 
weakened.  
 
By: Lucianna, 
https://www.rcampus.com/rubricshowc.cfm?sp=yes&code=T5478C& 
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Appendix 2 
PENYUSUNAN RENCANA PELAKSANAAN PEMBELAJARAN (RPP) 
 
Tujuan:    
Peserta dapat menyusun RPP berdasarkan Silabus yang telah dipresentasikan dan 
direvisi berdasarkan refleksi dari dosen pengampu dan peserta lain. 
 
Langkah kegiatan:  
1. Siapkan hasil kerja Silabus yang telah dipresentasikan dan direvisi berdasarkan 
refleksi dari dosen pengampu dan peserta lain. 
2. Susunlah RPP berdasarkan format dalam Permendikbud No. 22 Tahun 2016. 
 
 
RENCANA PELAKSANAAN PEMBELAJARAN(RPP) 
 
Satuan Pendidikan : SMAM 1 Malang 
Mata pelajaran  : Bahasa Inggris 
Kelas/Semester : XI/ Ganjil 
Topik/Sub-Topik : personal letter 
Tahun Pelajaran : 2019/2020 
Alokasi Waktu  : 2 x 45 menit 
Pertemuan ke  : I 
 
A. Kompetensi Inti (KI) 
KI 3: Memahami, menerapkan, menganalisis pengetahuan faktual, konseptual, 
prosedural berdasarkan rasa ingin tahunya tentang ilmu pengetahuan, 
teknologi, seni, budaya, dan humaniora dengan wawasan kemanusiaan, 
kebangsaan, kenegaraan, dan peradaban terkait penyebab fenomena dan 
kejadian, serta menerapkan pengetahuan prosedural pada bidang kajian yang 
spesifik sesuai dengan bakat dan minatnya untuk memecahkan masalah.  
KI 4: Mengolah, menalar, dan menyaji dalam ranah konkret dan ranah abstrak 
terkait dengan pengembangan dari yang dipelajarinya di sekolah secara 
mandiri, dan mampu menggunakan metoda sesuai kaidah keilmuan 
 
B. Kompetensi Dasar dan Indikator Pencapaian Kompetensi 
Kompetensi Dasar Indikator 
3.6 Membedakan fungsi sosial, 
struktur teks, dan unsur 
kebahasaan beberapa teks khusus 
dalam bentuk surat pribadi 
dengan memberi dan menerima 
informasi terkait kegiatan  diri 
3.6.1. Mengidentifikasi fungsi sosial 
teks khusus dalam bentuk surat 
pribadi  
3.6.2. Mengidentifikasi struktur teks 
khusus dalam bentuk surat 
pribadi  
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sendiri dan orang sekitarnya, 
sesuai dengan konteks 
penggunaannya 
 
 
 
3.6.3. Menganalisis unsur kebahasaan 
teks khusus dalam bentuk surat 
pribadi 
3.6.4. Menyebutkan tujuan teks 
khusus dalam bentuk surat 
pribadi 
4.6 Teks surat pribadi 
4.6.1 Menangkap makna secara 
kontekstual terkait fungsi sosial, 
struktur teks, dan unsur 
kebahasaan teks khusus dalam 
bentuk surat pribadi terkait 
kegiatan diri sendiri dan orang 
sekitarnya 
4.6.2 Menyusun teks khusus dalam 
bentuk surat pribadi terkait 
kegiatan diri sendiri dan orang 
sekitarnya, lisan dan tulis, 
dengan memperhatikan fungsi 
sosial, struktur teks, dan unsur 
kebahasaan, secara benar dan 
sesuai konteks 
 
4.6.1. Membuat teks tulis sederhana 
tentang teks khusus dalam 
bentuk surat pribadi 
4.6.2. Mempresentasikanteks khusus 
dalam bentuk surat pribadi 
C. Tujuan Pembelajaran 
1. Dengan kegiatan tanya jawab, peserta didik mampu mengidentifikasi fungsi 
sosial teks khusus dalam bentuk surat pribadi dengan antusias 
2. Setelah mengamati video animasi, peserta didik mampu mengidentifikasi 
struktur teks khusus dalam bentuk surat pribadi dengan tepat 
3. Setelah mengamati video animasi, peserta didik mampu menyebutkan tujuan 
teks khusus dalam bentuk surat pribadi dengan benar 
4. Dengan kegiatan tanya jawab, peserta didik mampumenganalisis unsur 
kebahasaan teks khusus dalam bentuk surat pribadi dengan percaya diri 
5. Dengan mengamati gambar, peserta didik mampu membuat teks tulis 
sederhana dalam bentuk surat pribadi dengan benar. 
6. Dengan kegiatan diskusi, peserta didik mampu mempresentasikan teks khusus 
dalam bentuk surat pribadi dengan percaya diri 
7. Menulis surat pribadi dengan menggunakan PLEASE strategy 
D. Materi Pembelajaran 
 Fungsi Sosial 
Menjalin kedekatan hubungan antar pribadi 
 Struktur Teks 
Dapat mencakup 
- Tempat dan tanggal 
- Penerima  
 26 
 
- Sapaan 
- Isi surat 
- Penutup 
 Unsur Kebahasaan 
- Ungkapan keakraban yang lazim digunakan dalam surat pribadi  
- Nomina singular dan plural dengan atau tanpa a, the, this, those, my, their, 
dsb. 
- Ucapan, tekanan kata, intonasi, ejaan, tanda baca, dan tulisan tangan 
 Topik 
Pengalaman, informasi, hallain yang terkait dengan sekolah, rumah, dan 
masyarakat yang dapat menumbuhkan perilaku yang termuat di KI 
 
E. Pendekatan/Model/Metode Pembelajaran 
Pendekatan  : Scientific approach  
Model  : Direct Method 
Metode  : tanya jawab, diskusi dan presentasi 
  
F. Media/Alat/Bahan 
Media  : ppt, teks khusus dalam bentuk surat pribadi 
Alat  : laptop, LCD, layar proyektor,papan tulis, penghapus, 
dan spidol. 
 
G. Sumber Belajar 
 Keteladanan ucapan dan tindakan guru menggunakan setiap tindakan 
komunikasi interpersonal/ transaksional dengan benar dan akurat  
 Sumber dari internet, seperti:  
- https://www.thoughtco.com/personal-letter-composition-1691499 
- http://englishadmin.com/2015/08/generic-structure-and-example-of-
personal-letter.html 
- https://www.test-english.com/explanation/formal-email-letter-asking-
information/ 
- https://targetstudy.com/letters/request-letter/ 
- https://www.desertpineshs.org/ourpages/auto/2013/10/3/56374745/Formal
%20Letter%20Module.pdf 
- https://www.youtube.com/watch?v=2Htb96K34LM  (video) 
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H. Kegiatan Pembelajaran 
 Pertemuan ke-1 (2x45 menit) 
KEGIATAN DESKRIPSI KEGIATAN 
ALOKASI 
WAKTU 
Pendahuluan a. Melakukan pembukaan dengan salam pembuka, 
memanjatkan syukur kepada Tuhan YME dan 
berdoa  untuk  memulai pembelajaran 
b. Memeriksa kehadiran peserta didik sebagai 
sikap disiplin 
c. Menyiapkan fisik dan psikis peserta didik dalam 
mengawali kegiatan pembelajaran 
d. Mengingatkan kembali materi sebelumnya 
sebagai prasyarat dengan bertanya 
e. Menyampaikan tujuan pembelajaran pada 
pertemuan yang  berlangsung (rasa ingin tahu) 
10 menit 
Kegiatan Inti Mengamati 
1. Peserta didik memperhatikan penjelasan guru 
tentang teks khusus dalam bentuk surat pribadi 
2. Peserta didik mengamati ciri-ciri surat pribadi. 
Menanya  
3. Peserta didik menanyakanterkait surat pribadi, 
misalnya tentang penulisan penerima surat, dll. 
4. Peserta didik mengidentifikasifungsi sosial teks 
khusus dalam bentuk surat pribadi 
5. Peserta didik menyebutkan tujuan teks khusus 
dalam bentuk surat pribadi 
Menalar/Mengasosiasi 
6. Peserta didik mengidentifikasi struktur teks 
khusus dalam bentuk surat pribadi 
7. Peserta didik menemukan informasi rinci dari 
teks khusus dalam bentuk surat pribadi 
Mengkomunikasikan 
8. Peserta didik mengerjakan soal matching test 
tentangsurat pribadi 
9. Peserta didik mendiskusikan hasil pekerjaaan 
matching test tentangsurat pribadi 
70 menit 
Penutup 1. Peserta didik menyampaikan materi yang mereka 
pahami.  
2. Peserta didik diberi penjelasan tentang rencana 
pembelajaran yang akan datang. 
3. Peserta didik menjawab salam penutup dari guru. 
10 menit 
 
*Lampiran 1 
 
1. Materi  
A personal letter is a type of letter  that usually concerns personal matters  
and is sent from one individual to another. It's longer than a dashed-off note or 
invitation and is often handwritten and sent through the mail. 
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Formal letter is a letter, written in formal language, in the stipulated 
format. A formal letter must follow certain rules and conventions. Such a format 
helps in relaying the information in a professional way. 
Types of Personal Letters 
Personal letter is supposed to be of employment and the writer has 
composed it for college admission. Here are major types of personal letter 
example we do a craft for the clients. 
 Letter for sharing important news 
 Letter to describe what‟s happening 
 Sharing info about school or family 
 Congratulation letter 
 Thank you letter 
 Personal letter writing to friend 
 Giving and request information 
Structures of personal letter: 
(1) Date,  
(2) Salutation and name of recipient,  
(3) Introduction,  
(4) Body,  
(5) Closure,  
(6) Complimentary Close, and  
(7) Signature. 
Structure and useful language 
Greeting 
The greeting is used to address your reader. If you know the person you are 
writing to, use „Dear Mr‟ for a man and „Dear Ms‟ for a woman, followed by their 
surname (NOT their name). If you don‟t know the name of the person you are 
writing to, you can use „Dear Sir/Madam‟. 
Reason for writing (paragraph one) 
You should start the first paragraph by stating the purpose of your email or letter. 
You have some examples below: 
 I am writing to enquire about… (the advertisement/the job offer/etc.) 
 I am writing in reference to… 
 I am writing in connection with… 
 I am writing to… (complain/enquire/etc.) about… 
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Body 
After the first paragraph, where we state the reason why we are writing, we can 
use one paragraph for each of the points we want to ask about. And at the 
beginning of each paragraph, we should use connectors to order our points. 
 Firstly/First of all,… (paragraph 2) 
 Secondly/In addition/I would also like to know,… (paragraph 3) 
 Finally,… (paragraph 4) 
Asking for information 
Here is some useful languages that you can use when the purpose of your email or 
letter is asking for information: 
 I am writing to enquire about… 
 I would be grateful if you could give me some information/further details 
about… 
 I would appreciate some information about… 
 I would be interested to receive further details about… 
Specific questions 
In formal letters or emails, direct questions are rarely used; you should use 
indirect questions. 
 I would be grateful if you could tell me… (how much the course 
costs/when the course starts/etc.) 
 I would appreciate it if you could tell me… 
 I would like to know… 
 I was wondering if you could tell me… 
 Would you mind telling me…? 
 Could you tell me…? 
You have to ask several questions, you should avoid repeating the same type of 
indirect question all the time. Use some of the different forms above. 
Closing line  
Right before the signature, you should write some closing remarks. Here you have 
some useful language. 
 I look forward to hearing from you. 
 I look forward to receiving the requested information. 
 I would appreciate it if you could answer my questions as soon as 
possible. 
Signature 
 Yours sincerely, (use this if you began your email or letter with Dear + 
name of the person). 
 Yours faithfully, (use this if you began your email or letter with Dear 
Sir/Madam). 
Request and Giving information letter 
Request Information Letter 
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Request Letter is a letter which is written when you need certain 
information, permission, favour, service or any other matter which requires a 
polite and humble request.  
Certain examples of Request: 
 A fresh graduate needs to request a job interview 
 An employee wants to request a promotion 
 Aa student might need to request for information from a college or 
university, etc. 
Giving Information Letters 
Letters written to give information must do just that. You write the letter 
because you want to give information for a certain purpose. 
Language Notes  
Some expressions that can be used when giving information:  
- I would like to mention...  
- I amnot interested in...(however)...  
- I prefer (learning in)  
- I amvery keen on....  
 
*Lampiran 2 
Lembar Tugas Siswa 
Aktivitas 1: 
 
Below are some phrases and types of language that you could find in letters. 
Decide whether the phrase or type of language would be found in a formal or 
informal letter and put a tick in the proper column.  
Phrase or Type of Language  Formal Informal  
“I amsorry to informyou that...”    
phrasal verbs; idioms and slang    
“I amvery grateful for...”    
“Why don‟t we...”    
contracted verb forms   
“Yours faithfully”, “Yours sincerely”,  
 
  
“Yours”, “Best wishes”, “Write soon”    
polite phrases    
refers to reason for writing    
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“I look forward to receiving yourreply”.   
“nevertheless,” “therefore”    
“but”  
 
  
P.S.    
“Everything is OK.”    
simple linkers, e.g. then, later, so    
“Get in touch with...”    
 
 
Pertemuan ke-2 (2x45 menit) 
KEGIATAN DESKRIPSI KEGIATAN 
ALOKASI 
WAKTU 
Pendahuluan 1.Melakukan pembukaan dengan salam pembuka, 
memanjatkan syukur kepada Tuhan YME dan 
berdoa  untuk  memulai pembelajaran 
2. Memeriksa kehadiran peserta didik sebagai 
sikap disiplin 
3. Menyiapkan fisik dan psikis peserta didik dalam 
mengawali kegiatan pembelajaran 
4. Mengingatkan kembali materi sebelumnya 
sebagai prasyarat dengan bertanya 
5. Menyampaikan tujuan pembelajaran pada 
pertemuan yang  berlangsung (rasa ingin tahu) 
10 menit 
Kegiatan Inti Mengamati 
1. Peserta didik memperhatikan penjelasan guru  
2. Peserta didik memperhatikan penjelasan guru 
tentang membuat surat pribadi  
Menanya  
3. Peserta didik melakukan tanya dan jawab cara 
membuat surat pribadi secara efektifdengan 
PLEASE strategy, misalnya langkah-langkah 
menerapkannya  
Mengumpulkan informasi 
4. Peserta didik diberi contoh teks surat pribadi  
5. Peserta didik menentukan structures yang 
terdapat dalam teks surat pribadi, misalnya 
tanggal, nama penerima, isi surat, dll.  
Menalar/Mengasosiasi 
6. Secara berkelompok peserta didik membuat 
surat pribadi berbentuk resmi dengan mengikuti 
langkah PLEASE strategy 
70 menit 
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 Peserta didik menentukan topic  
 Peserta didik membuat daftar ide 
 Peserta didik mengevaluasi ide-ide yang 
telah disusun 
 Peserta didik membuat kalimat pendukung 
 Peserta didik menyusun kalimat sesuai ide 
yang telah mereka siapkan 
 Peserta didik menutup surat pribadi dengan 
kesimpulan 
7. Peserta didik mengembangkan surat pribadi 
sesuai langkah-langkah pada PLEASE strategy  
Mengkomunikasikan 
8. Peserta didik diberi kesempatan untuk bertanya 
terkait materi yang sudah dipelajari 
Penutup 1. Peserta didik menyampaikan materi yang 
mereka pahami.  
2. Peserta didik diberi penjelasan tentang rencana 
pembelajaran yang akan datang. 
3. Peserta didik menjawab salam penutup dari 
guru. 
10 menit 
 
*Lampiran 1 
 
1. Materi  
1. "You and your friend want to be volunteers in the World Support 
Programme. Write a letter asking for information and details". 
19 Gajah Mada Street  
Surabaya, 60278 
Rungkut  
 
Surabaya, 03 December 2008 
 
Head Committee Office 
134 Mawar Street  
Beji, 67432   
Pasuruan 
 
Dear Mr. Leo, 
I am writing to you in order to ask for some details about your World Support 
Programme. I and my friend really interested in taking part in the programme, but 
we need more information. 
Firstly, I would like to know the average age of the volunteers. We are twenty-
year-old teenagers and consequently, we wish to be grouped with people from our 
same age.  
Secondly, I hope you can tell me where the programme run and which 
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communities we will help. Moreover, I will be grateful if you tell me which skills 
are needed. For instance, is it useful to have a good English skill?  
In your advertisement, it is said that the programme is free of charge even though 
it seems improbable to me. It will be worth if you specified whether it has no costs 
involved at all.  
Finally, could you give me more information about the accomodation and the 
food? I would like to know which kind of food is served and whether the 
accomodation is in houses or tents.  
Actually, we wholeheartedly want to become volunteers so we look forward to 
receiving your reply. 
 
Yours faithfully 
 
 
Sebastian Senlle 
 
2. A formal letter giving information  
Sunset Travel 
180 Victoria Street  
Bandung, 40567 
Lembang   
 
Bandung, 06 December 2013 
 
234 Halmahera Street  
Tembalang, 50632   
Semarang  
 
Dear Mr Jones, 
I am writing this letter to you to tell you that we have found a place for you and 
your family with all the features you wanted. Let me tell you about Colorful 
Sunrise Beach Resort.   
First of all, you wanted to know where the resort is. You wanted it to be at a quiet 
place. Colorful Sunrise Beach Resort is in a beautiful valley next to the coast with 
no traffic at all. The only sound that you hear is the sound of the waves crashing 
on the beach, the sound of the kids playing and the birds singing. In addition to 
that,you and your family can do many activities. You can do all water sports and 
there are beach parties every night, especially for teenagers. The resort also has 
tennis and basketball courts which are open to everybody from 8.00 o'clock in the 
morning to 8.00 o'clock in the evening. Furthermore, we are able to make all 
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arrangements for hotel and flights. The cost includes all meals,accommodation 
and a one-day excursion to ancient ruins. 
 I am sure that Colorful Sunrise Beach Resort is perfect for you and that you will 
enjoy your holidays there. Please get in touch if you would like more information. 
Yours sincerely, 
 
George Foreignakis  
Manager Sunset Travel 
 
*Lampiran 2 
Aktifitas 1: 
Writing Personal Letter Test 
 
Name  :     Date : 
Class  : 
Follow the instructions of making personal letter! 
1. Please! Make a personal letter based on the instruction below. 
2. Write your letter consist of 3 or 4 paragraphs with the available themes. 
a. Asking information about scholarship. 
b. Asking information about volunteering in the Palang Merah Indonesia 
(PMI). 
c. Giving information about poetry competition. 
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Pertemuan ke-3 (2x45 menit) 
KEGIATAN DESKRIPSI KEGIATAN 
ALOKASI 
WAKTU 
Pendahuluan a.Melakukan pembukaan dengan salam pembuka, 
memanjatkan syukur kepada Tuhan YME dan 
berdoa  untuk  memulai pembelajaran 
b. Memeriksa kehadiran peserta didik sebagai 
sikap disiplin 
c. Menyiapkan fisik dan psikis peserta didik 
dalam mengawali kegiatan pembelajaran 
d. Mengingatkan kembali materi sebelumnya 
sebagai prasyarat dengan bertanya 
e. Menyampaikan tujuan pembelajaran pada 
pertemuan yang  berlangsung (rasa ingin tahu) 
10 menit 
Kegiatan Inti Mengamati 
1. Peserta didik memperhatikan penjelasan guru 
tentang membuat surat pribadi  
Menanya  
3. Peserta didik melakukan tanya dan jawab 
terkait PLEASE strategy, misalnya langkah-
langkah membuat surat pribadi dengan PLEASE 
strategy. 
Mengumpulkan informasi 
4. Peserta didikdiberi contoh teks surat pribadi  
5. Peserta didik menentukan structures yang 
terdapat dalam teks surat pribadi, misalnya 
tanggal, nama penerima, isi surat, dll.. 
Menalar/Mengasosiasi 
6. Secara individu peserta didik membuat surat 
pribadi berbentuk resmi dengan mengikuti 
instruksi guru  
 Peserta didik menentukan topic  
 Peserta didik membuat daftar ide 
 Peserta didik mengevaluasi ide-ide yang 
telah disusun 
 Peserta didik membuat kalimat pendukung 
 Peserta didik menyusun kalimat sesuai ide 
yang telah mereka siapkan 
 Peserta didik menutup surat pribadi 
dengan kesimpulan 
Mengkomunikasikan 
7. Peserta didik diberi kesempatan untuk bertanya 
70 menit 
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terkait materi yang sudah dipelajari 
Penutup 1. Peserta didik menyampaikan materi yang 
mereka pahami.  
2. Peserta didik diberi penjelasan tentang rencana 
pembelajaran yang akan datang. 
3. Peserta didik menjawab salam penutup dari 
guru. 
10 menit 
 
*Lampiran 1 
 
a. Materi  
1. Asking information about medical volunteering 
102 Amazon Street  
Malaysia, 20144 
Johor  
 
Cambodia, 10 November 2016 
Personnel Manager Office 
290 Jasmine Street  
Battambang, +886 
Cambodia 
Dear Mrs. Renata, 
I am writing to you to enquire about the medical volunteering in Cambodia that 
has been advertised on your website. As a medical student, I will be very 
interested in participating in this program, and I will be grateful if you can give 
me some further details. 
Firstly, according to your website, there is a minimum duration of four weeks; 
however, the maximum duration of the program is not mentioned. I will 
appreciate it if you can tell me whether it is possible to have extended stays, since 
I would like to work in one of your hospitals for a period of over six months. 
Secondly, you also inform that only students in their 4th year of medical school 
can be accepted as volunteers. In my case, I have just finished my 3rd year and I 
would like to know if I can already be considered a 4th year student. 
Finally,I will appreciate some information about accommodation. Could you 
please tell me if volunteers are offered a room in a shared house? If that is so, 
would you mind telling me if electricity, running water and WIFI are provided? 
I look forward to hearing from you. 
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Yours faithfully,  
 
Derek Peters.  
 
 
 
*Lampiran 2 
Aktifitas 1: 
Writing Personal Letter Test 
 
Name  :     Date : 
Class  : 
Follow the instructions of making personal letter! 
1. Please! Make a personal letter based on the instruction below. 
2. Write your letter consist of 3 or 4 paragraphs with the available 
themes. 
a. Asking information about drama contest. 
b. Asking information about villa facilities. 
c. Giving information about scholarship. 
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I. Penilaian Hasil Pembelajaran 
1. Penilaian Pengetahuan (aspek kognitif) 
Rubrik Penilaian Pengetahuan : Tujuan komunikatif 
Indikator Kriteria Skor 
1. Memahami isi recount text yang disajikan  dengan 
sangat baik 
Sangat baik 4 
2. Memahami isi recount text yang disajikan  dengan 
cukup baik 
Baik 3 
3. Memahami isi recount text yang disajikan  dengan 
kurang  baik 
Kurang baik 2 
4. Memahami isi recount text yang disajikan  dengan 
tidak  baik 
Tidak baik 1 
5. Tidak menjawab Sangat tidak 
baik 
0 
 
Pedoman Penskoran  
 Skor yang diperoleh 
                                         Nilai siswa   = x 100 
 Skor maksimal 
 
2. Penilaian Keterampilan (aspek psikomotorik) 
Rubrik Penilaian Ketrampilan : Keruntutan Teks 
Indikator Kriteria Skor 
1. Keruntutan teks sanagt  tepat Sangat baik 4 
2. Keruntutan teks cukup  tepat Baik 3 
3. Keruntutan teks kurang tepat Cukup baik 2 
4. Keruntutan teks tidak tepat Kurang baik 1 
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5. Tidak menjawab Tidak baik 0 
Nilai :skor perolehan x 100 
           Total skor 
 
Skor Penilaian 
No. Huruf Rentang angka 
1. Sangat Baik (A) 86-100 
2. Baik (B) 71-85 
3. Cukup (C) 56-70 
4. Kurang (D) ≤ 55 
 
J.  Pembelajaran Remedial dan Pengayaan 
Pengayaan 
Bagi Peserta didik yang telah mencapai target pembelajaran sebelum waktu yang 
telah dialokasikan berakhir perlu diberikan kegiatan pengayaan.  
 Remedial 
 Bagi peserta didik yang belum mencapai target pembelajaran pada waktu yang 
telah dialokasikan perlu diberikan kegiatan remedial. 
 
       Malang, 31 Oktober 2019  
Guru Mata Pelajaran,      Mahasiswa Peneliti, 
 
 
       
Yuni Lestari, S.S Sita Devi Agustin 
NIP:  
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Appendix 3 
 
RENCANA PELAKSANAAN PEMBELAJARAN 
(RPP) 
 
SEKOLAH  : SMA MUHAMMADIYAH I 
MALANG 
MATA PELAJARAN : BAHASA INGGRIS 
KELAS/SEMESTER : XI 
MATERI POKOK  : WRITING A PERSONAL LETTER 
ALOKASI WAKTU  : 2 X 45’ (1 PERTEMUAN) 
 
A. KOMPETENSI INTI 
1. KI 1: Menghayati dan mengamalkan  ajaran agama yang dianutnya 
2. KI 2:Menghayati dan mengamalkan perilaku jujur, disiplin, tanggungjawab, 
peduli (gotong royong, kerjasama, toleran, damai),  santun, responsif dan pro-
aktif  dan menunjukan sikap sebagai bagian dari solusi atas berbagai 
permasalahan dalam berinteraksi secara efektif dengan lingkungan sosial dan 
alam serta dalam menempatkan diri sebagai cerminan bangsa dalam pergaulan 
dunia 
3. KI 3: Memahami, menerapkan, menganalisis pengetahuan faktual, konseptual, 
prosedural dan metakognitif  berdasarkan rasa ingin tahunya tentang ilmu 
pengetahuan, teknologi, seni, budaya, dan humaniora dengan wawasan 
kemanusiaan,  kebangsaan, kenegaraan, dan peradaban terkait penyebab 
fenomena dan kejadian, serta menerapkan pengetahuan prosedural pada bidang 
kajian yang spesifik sesuai dengan bakat dan minatnya untuk memecahkan 
masalah. 
4. KI 4: Mengolah, menalar, dan menyaji dalam ranah konkret dan ranah abstrak 
terkait dengan pengembangan dari yang dipelajarinya di sekolah secara mandiri, 
bertindak secara efektif dan kreatif, serta mampu menggunakan metoda sesuai 
kaidah keilmuan  
 
B. KOMPETENSI DASAR  
1.1 Mensyukuri kesempatan dapat mempelajari bahasa Inggris sebagai bahasa 
pengantar komunikasi International yang diwujudkan dalam semangat belajar    
1.1.1 Menunjukkan semangat belajar bahasa Inggris dengan lebih sering 
menggunakan bahasa Inggris dalam percakapan dengan teman 
2.1 Menunjukkan perilaku santun dan peduli dalam melaksanakan komunikasi 
interpersonal dengan guru dan teman 
2.1.1 Berkata dengan sopandalam berkomunikasi dengan guru dan teman 
2.1.2 Mau membantu teman yang kesulitan dalam mengkomunikasikan bahasa 
Inggris   
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3.16 Menganalisis fungsi sosial, struktur teks, dan unsur kebahasaan dari teks surat 
pribadi, sesuai dengan kontekpenggunaannya 
3.16.1 Membaca contoh surat pribadi dan kemudian menemukan fungsi sosial 
dari teks tersebut` 
3.16.2 Menjawab strukturdan unsur kebahasaan dari teks surat pribadi 
4.24Menyusun teks surat pribadi, dengan memperhatikan fungsi sosial, struktur teks, 
dan unsur kebahasaan yang benar dan sesuai konteks  
4.24.1 Merangkai ulang baris/alenia dari surat pribadi yang telah dipotong-
potong sebelumnya. 
4.24.2 Mengidentifikasi bagian-bagian surat pribadi 
4.24.3 Menjawab pertanyaan terkait dengan surat pribadi 
 
C. Tujuan Pembelajaran 
Melalui pengalaman belajar yaitu mendengarkan monologue, melihat 
contoh, mengumpulkan informasi, berdiskusi, peserta didik dapat: 
1. Menunjukkan semangat belajar bahasa Inggris dengan lebih sering 
menggunakan bahasa Inggris dalam percakapan dengan teman 
2. Berkata dengan sopandalam berkomunikasi dengan guru dan teman 
3. Mau membantu teman yang kesulitan dalam mengkomunikasikan bahasa 
Inggris 
4. Membaca contoh surat pribadi dan kemudian menemukan fungsi sosial dari 
teks tersebut Menyebutkan jenis surat pribadi 
5. Menjawab struktur dan unsur kebahasaan dari teks surat pribadi  
6. Merangkai ulang baris/alenia dari surat pribadi yang telah dipotong-potong 
sebelumnya 
7. Mengidentifikasi bagian-bagian surat pribadi 
8. Menjawab pertanyaan terkait dengan surat pribadi 
 
D. Materi Pembelajaran 
Teks tertulis berbentuk surat pribadi 
 
Fungsi sosial 
Meneladani nilai-nilai moral, menyayangi orang tua, bersyukur kepada Tuhan. 
 
Struktur Teks: 
1. Pengenalan bagian-bagian surat pribadi 
Heading: Date, Address,  
Salutation & Name, Introduction,  
Body,  
Closure,  
Signature 
2. Tujuan surat pribadi 
Berterimakasih, memberi saran, menyampaikan berita baik, menyampaikan 
berita buruk, meminta bantuan, meminta maaf 
Unsur Kebahasaan 
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1. Expressions of gratitude  
I’m very grateful for.. 
I’m very thankful for… 
2. Expressions of giving advice 
I think you should… 
Have you thought about… 
3. Delivering good news 
I’m happy to read that… 
OMG!! You’ll never guess what happened! 
4. Delivering Bad News 
I’m sorry but I have to tell you that… 
I’m extremely sorry to hear that… 
5. Asking for help 
I wonder if you could help me… 
Could you give me a hand on.. 
6. Apologizing 
I would like to apologize for… 
I’m so sorry that… 
E. Metode Pembelajaran 
Pendekatan Saintifik 
Strategi : Discovery Learning 
 
F. Media, Alat, dan Sumber pembelajaran 
1. Media 
- Contoh surat pribadi 
- Lembar kerja siswa 
2. Alat/Bahan 
- Kertas/manila 
- fotokopi 
3. Sumber Belajar 
- https://www.google.co.id/search?q=love+letter+samples+for+her&source 
- Suara guru 
G. LANGKAH-LANGKAH KEGIATAN PEMBELAJARAN 
Pertemuan ke-1 (2x45 menit) 
 
 
KEGIATAN DESKRIPSI KEGIATAN 
ALOKASI 
WAKTU 
Pendahuluan 
 Menyiapkan peserta didik secara psikis 
(berdoa) dan fisik (absensi dan mempersiapkan 
peralatan pembelajaran) 
 Menanyakan pengalaman siswa dalam 
pertemuan sebelumnya 
 Mengantarkan peserta didik kepada suatu 
materi tentangsurat pribadi, menjelaskan 
tujuan pembelajaran yang terkait dengan surat 
pribadi 
10  menit 
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 Menyampaikan garis besar cakupan materi dan 
penjelasan tentang kegiatan yang akan 
dilakukan siswa untuk menyelesaikan latihan-
latihan dan tugas dalam pembelajaran 
 
Kegiatan Inti 
MENGAMATI 10’ 
 Siswa memperhatikan penjelasan guru tentang 
surat pribadi 
 Siswa menyebutkan jenis surat pribadi yang 
disajikan oleh guru 
MENANYA 10’ 
 Siswa diminta untuk membuat pertanyaan-
pertanyaan dari teks surat pribadi yang telah 
dibacakan. 
 siswa mempertanyakan antara lain: fungsi 
social, struktur bahasa, unsur kebahasaan. 
MENGUMPULKAN INFORMASI 15’ 
 Siswa diberi contoh tentang surat pribadi dan 
diintruksi untuk 
 Mencari informasi tentang fungsi, struktur, 
dan unsur kebahasaan surat pribadi 
MENGASOSIASI 20’ 
 Siswa diinstruksi untuk diskusi kelompok 
 Siswa Mengidentifikasi bagian-bagian surat 
pribadi 
 Siswa Menjawab pertanyaan terkait dengan 
surat pribadi 
MENGKOMUNIKASIKAN 15’ 
 Siswa diinstruksi (perwakilan kelompok) 
untuk mempresentasikan secara lisan hasil 
diskusi tentang fungsi sosial, struktur bahasa, 
dan unsur kebahsaan surat pribadi. Kelompok 
lain menyanggah, menambah dan mencocokkan 
jawaban. 
 Siswa diberi penguatan oleh guru atas 
pertanyaan dan tanggapan siswa.  
 
70  menit 
Penutup 
 Siswa dengan bimbingan guru menyimpulkan 
pembelajaran  
 Siswa diberi penjelasan tentang rencana 
pembelajaran yang akan datang. 
10 menit 
 
1. Materi  
A personal letter is a type of letter  that usually concerns personal matters 
and is sent from one individual to another. It's longer than a dashed-off note or 
invitation and is often handwritten and sent through the mail. 
Formal letter is a letter, written in formal language, in the stipulated 
format. A formal letter must follow certain rules and conventions. Such a format 
helps in relaying the information in a professional way. 
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Types of Personal Letters 
Personal letter is supposed to be of employment and the writer has 
composed it for college admission. Here are major types of personal letter 
example we do a craft for the clients. 
 Letter for sharing important news 
 Letter to describe what‟s happening 
 Sharing info about school or family 
 Congratulation letter 
 Thank you letter 
 Personal letter writing to friend 
 Giving and request information 
Structures of personal letter: 
(1) Date,  
(2) Salutation and name of recipient,  
(3) Introduction,  
(4) Body,  
(5) Closure,  
(6) Complimentary Close, and  
(7) Signature. 
Structure and useful language 
Greeting 
The greeting is used to address your reader. If you know the person you are 
writing to, use „Dear Mr‟ for a man and „Dear Ms‟ for a woman, followed by their 
surname (NOT their name). If you don‟t know the name of the person you are 
writing to, you can use „Dear Sir/Madam‟. 
 
Reason for writing (paragraph one) 
You should start the first paragraph by stating the purpose of your email or letter. 
You have some examples below: 
 I am writing to enquire about… (the advertisement/the job offer/etc.) 
 I am writing in reference to… 
 I am writing in connection with… 
 I am writing to… (complain/enquire/etc.) about… 
Body 
After the first paragraph, where we state the reason why we are writing, we can 
use one paragraph for each of the points we want to ask about. And at the 
beginning of each paragraph, we should use connectors to order our points. 
 Firstly/First of all,… (paragraph 2) 
 Secondly/In addition/I would also like to know,… (paragraph 3) 
 Finally,… (paragraph 4) 
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Asking for information 
Here is some useful languages that you can use when the purpose of your email or 
letter is asking for information: 
 I am writing to enquire about… 
 I would be grateful if you could give me some information/further details 
about… 
 I would appreciate some information about… 
 I would be interested to receive further details about… 
Specific questions 
In formal letters or emails, direct questions are rarely used; you should use 
indirect questions. 
 I would be grateful if you could tell me… (how much the course 
costs/when the course starts/etc.) 
 I would appreciate it if you could tell me… 
 I would like to know… 
 I was wondering if you could tell me… 
 Would you mind telling me…? 
 Could you tell me…? 
You have to ask several questions, you should avoid repeating the same type of 
indirect question all the time. Use some of the different forms above. 
Closing line  
Right before the signature, you should write some closing remarks. Here you have 
some useful language. 
 I look forward to hearing from you. 
 I look forward to receiving the requested information. 
 I would appreciate it if you could answer my questions as soon as 
possible. 
Signature 
 Yours sincerely, (use this if you began your email or letter with Dear + 
name of the person). 
 Yours faithfully, (use this if you began your email or letter with Dear 
Sir/Madam). 
Request and Giving information letter 
Request Information Letter 
Request Letter is a letter which is written when you need certain 
information, permission, favour, service or any other matter which requires a 
polite and humble request.  
Certain examples of Request: 
 A fresh graduate needs to request a job interview 
 An employee wants to request a promotion 
 Aa student might need to request for information from a college or 
university, etc. 
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Giving Information Letters 
Letters written to give information must do just that. You write the letter 
because you want to give information for a certain purpose. 
Language Notes  
Some expressions that can be used when giving information:  
- I would like to mention...  
- I amnot interested in...(however)...  
- I prefer (learning in)  
- I amvery keen on....  
 
 
H. LANGKAH-LANGKAH KEGIATAN PEMBELAJARAN 
Pertemuan ke-2 (2x45 menit) 
 
 47 
 
KEGIATAN DESKRIPSI KEGIATAN 
ALOKASI 
WAKTU 
Pendahuluan 
 Menyiapkan peserta didik secara psikis 
(berdoa) dan fisik (absensi dan 
mempersiapkan peralatan pembelajaran) 
 Menanyakan pengalaman siswa dalam 
pertemuan sebelumnya 
 Mengantarkan peserta didik kepada 
suatu materi tentangsurat pribadi, 
menjelaskan tujuan pembelajaran yang 
terkait dengan surat pribadi 
 Menyampaikan garis besar cakupan 
materi dan penjelasan tentang kegiatan 
yang akan dilakukan siswa untuk 
menyelesaikan latihan-latihan dan tugas 
dalam pembelajaran 
 
10  menit 
Kegiatan Inti 
MENGAMATI 10’ 
 Siswa memperhatikan penjelsana guru 
tentang contoh surat pribadi 
 Siswa menyebutkan jenis surat pribadi 
yang disajikan oleh guru 
MENANYA 10’ 
 Siswa dberi instruksi untuk membuat 
pertanyaan-pertanyaann dari teks surat 
pribadi yang telah dibacakan. 
 Siswa mempertanyakan antara lain: 
fungsi social, struktur bahasa, unsur 
kebahasaan. 
MENGUMPULKAN INFORMASI 15’ 
 Siswa diberi contoh tentang surat pribadi 
dan diintruksi untuk 
 Mencari informasi tentang fungsi, 
struktur, dan unsur kebahasaan surat 
pribadi 
MENGASOSIASI 20’ 
 Siswa diberi instruksi untuk diskusi 
kelompok 
 Siswa Merangkai ulang baris/alenia dari 
surat pribadi yang telah dipotong-potong 
sebelumnya 
 Siswa Mengidentifikasi bagian-bagian 
surat pribadi 
 Siswa Menjawab pertanyaan terkait 
dengan surat pribadi 
MENGKOMUNIKASIKAN 15’ 
 Siswa diberi instruksi (perwakilan 
kelompok) untuk mempresentasikan 
secara lisan hasil diskusi tentang fungsi 
sosial, struktur bahasa, dan unsur 
70  menit 
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kebahsaan surat pribadi. Kelompok lain 
menyanggah, menambah dan 
mencocokkan jawaban. 
 Siswa diberi penguatan oleh guru atas 
pertanyaan dan tanggapan siswa.  
 
Penutup 
 Siswa dengan bimbingan guru 
menyimpulkan pembelajaran  
 Siswa diberi penjelasan tentang 
rencana pembelajaran yang akan 
datang. 
10    menit 
 
1. Materi  
"You and your friend want to be volunteers in the World Support 
Programme. Write a letter asking for information and details". 
19 Gajah Mada Street  
Surabaya, 60278 
Rungkut  
 
Surabaya, 03 December 2008 
 
Head Committee Office 
134 Mawar Street  
Beji, 67432   
Pasuruan 
 
Dear Mr. Leo, 
I am writing to you in order to ask for some details about your World Support 
Programme. I and my friend really interested in taking part in the programme, but 
we need more information. 
Firstly, I would like to know the average age of the volunteers. We are twenty-
year-old teenagers and consequently, we wish to be grouped with people from our 
same age.  
Secondly, I hope you can tell me where the programme run and which 
communities we will help. Moreover, I will be grateful if you tell me which skills 
are needed. For instance, is it useful to have a good English skill?  
In your advertisement, it is said that the programme is free of charge even though 
it seems improbable to me. It will be worth if you specified whether it has no costs 
involved at all.  
Finally, could you give me more information about the accomodation and the 
food? I would like to know which kind of food is served and whether the 
accomodation is in houses or tents.  
Actually, we wholeheartedly want to become volunteers so we look forward to 
receiving your reply. 
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Yours faithfully, 
 
Sebastian Senlle 
 
 
 
 
 
A formal letter giving information  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Sunset Travel 
180 Victoria Street  
Bandung, 40567 
Lembang   
 
Bandung, 06 December 2013 
 
234 Halmahera Street  
Tembalang, 50632   
Semarang  
 
Dear Mr Jones, 
I am writing this letter to you to tell you that we have found a place for you and 
your family with all the features you wanted. Let me tell you about Colorful 
Sunrise Beach Resort.   
First of all, you wanted to know where the resort is. You wanted it to be at a 
quiet place. Colorful Sunrise Beach Resort is in a beautiful valley next to the 
coast with no traffic at all. The only sound that you hear is the sound of the 
waves crashing on the beach, the sound of the kids playing and the birds 
singing. In addition to that,you and your family can do many activities. You 
can do all water sports and there are beach parties every night, especially for 
teenagers. The resort also has tennis and basketball courts which are open to 
everybody from 8.00 o'clock in the morning to 8.00 o'clock in the evening. 
Furthermore, we are able to make all arrangements for hotel and flights. The 
cost includes all meals,accommodation and a one-day excursion to ancient 
ruins. 
 
I am sure that Colorful Sunrise Beach Resort is perfect for you and that you 
will enjoy your holidays there. Please get in touch if you would like more 
information. 
 
 
 50 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I. LANGKAH-LANGKAH KEGIATAN PEMBELAJARAN 
Pertemuan ke-3 (2x45 menit) 
 
KEGIATAN DESKRIPSI KEGIATAN 
ALOKASI 
WAKTU 
Pendahuluan 
 Menyiapkan peserta didik secara psikis 
(berdoa) dan fisik (absensi dan 
mempersiapkan peralatan pembelajaran) 
 Menanyakan pengalaman siswa dalam 
pertemuan sebelumnya 
 Mengantarkan peserta didik kepada 
suatu materi tentangsurat pribadi, 
menjelaskan tujuan pembelajaran yang 
terkait dengan surat pribadi 
 Menyampaikan garis besar cakupan materi 
dan penjelasan tentang kegiatan yang akan 
dilakukan siswa untuk menyelesaikan 
latihan-latihan dan tugas dalam 
pembelajaran 
 
10  menit 
Kegiatan 
Inti 
MENGAMATI 10’ 
 Siswa memperhatikan penjelasanguru 
terkait contoh surat pribadi  
 Siswa menyebutkan jenis surat pribadi yang 
disajikan oleh guru 
MENANYA 10’ 
 Siswa diberi instruksi untuk membuat 
pertanyaan-pertanyaann dari teks surat 
pribadi yang telah dibacakan. 
 Siswa mempertanyakan antara lain: 
fungsi social, struktur bahasa, unsur 
kebahasaan. 
MENGUMPULKAN INFORMASI 15’ 
 Siswa diberi contoh tentang surat pribadi 
70  menit 
Yours sincerely, 
 
George Foreignakis  
Manager Sunset Travel 
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dan diberi intruksi untuk 
 Mencari informasi tentang fungsi, 
struktur, dan unsur kebahasaan surat 
pribadi 
MENGASOSIASI 20’ 
 Siswa diberi instruksi untuk diskusi 
kelompok 
 Secara individu peserta didik membuat 
surat pribadi berbentuk resmi 
 Siswa Mengidentifikasi bagian-bagian surat 
pribadi 
 Siswa Menjawab pertanyaan terkait dengan 
surat pribadi 
MENGKOMUNIKASIKAN 15’ 
 Siswa diberi penguatan atas pertanyaan dan 
tanggapan siswa.  
 
Penutup 
 Siswa dengan bimbingan guru 
menyimpulkan pembelajaran  
 Siswa diberi penjelasan tentang rencana 
pembelajaran yang akan datang. 
10menit 
 
 
 
 
b. Materi  
1. Asking information about medical volunteering 
102 Amazon Street  
Malaysia, 20144 
Johor  
 
Cambodia, 10 November 2016 
Personnel Manager Office 
290 Jasmine Street  
Battambang, +886 
Cambodia 
Dear Mrs. Renata, 
I am writing to you to enquire about the medical volunteering in Cambodia that 
has been advertised on your website. As a medical student, I will be very 
interested in participating in this program, and I will be grateful if you can give 
me some further details. 
Firstly, according to your website, there is a minimum duration of four weeks; 
however, the maximum duration of the program is not mentioned. I will 
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appreciate it if you can tell me whether it is possible to have extended stays, since 
I would like to work in one of your hospitals for a period of over six months. 
Secondly, you also inform that only students in their 4th year of medical school 
can be accepted as volunteers. In my case, I have just finished my 3rd year and I 
would like to know if I can already be considered a 4th year student. 
Finally,I will appreciate some information about accommodation. Could you 
please tell me if volunteers are offered a room in a shared house? If that is so, 
would you mind telling me if electricity, running water and WIFI are provided? 
I look forward to hearing from you. 
Yours faithfully,  
Derek Peters.  
 
 
 
 
 
 
 
 
 
 
Aktifitas 1: 
Writing Personal Letter Test 
 
Name  :      Date : 
Class  : 
Follow the instructions of making personal letter! 
3. Please! Make a personal letter based on the instruction below. 
4. Write your letter consist of 3 or 4 paragraphs with the available themes. 
a. Asking information about drama contest. 
b. Asking information about villa facilities. 
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c. Giving information about scholarship. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
J. Penilaian: 
1. Jenis : Tes dan Non Tes 
2. Teknik dan bentuk penilaian: 
a. Penilaian kompetensi sikap meliputi sikap terhadap materi pelajarn, guru pengajar, 
proses pembelajaran, dan nilai norma yang berhubungan dengan materi surat 
pribadi dengan teknik observasi (instrument terlampir). 
b. Penilaian Kompetensi pengetahuan: 
- Tes tulis tentang isi surat pribadi 
c. Penilaian kompetisi ketrampilan: 
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- penilaian presentasi lisan atau role play dalam bentuk skala penilaian yang 
dilengkapi rubric. 
 
 
Kepala Sekolah     Guru Mata Pelajaran 
 
 
      BOB PRABANTORO 
        SMKN 2 
WONOGIRI 
Dra.UMI MAFRUKHAH    YUNI LESTARI 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Lampiran 1 
 55 
 
Lembar Pengamatan Penilaian Sikap  
 
 
No 
 
Nama Siswa 
Sikap 
Aktif Bekerjasama Toleran 
KB B SB KB B SB KB B SB 
1 Alin          
2 Riska          
3 Wahyu          
4 Yoyok          
5 Slamet          
6 Soni          
7           
8           
9           
10           
11           
 
Keterangan: 
KB : Kurang baik 
B  : Baik 
SB : Sangat baik 
 
Lampiran 2 
Lembar Penilaian Pengetahuan 
 
 
No 
 
Nama Siswa 
Pengetahuan 
Menyusun  Menentukan  Menjawab  
1 2 3 4 1 2 3 4 1 2 3 4 
1 Alin             
2 Riska             
3 Wahyu             
4 Yoyok             
5 Slamet             
6 Soni             
7              
8              
9              
10              
11              
 
|Lampiran 3 
Lembar Pengamatan Penilaian Ketrampilan  
 
 
No 
 
 
Nama Siswa 
Keterampilan 
Menerapkan konsep/prinsip dan strategi 
pemecahan masalah 
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KT T ST 
1 Alin    
2 Riska    
3 Wahyu    
4 Yoyok    
5 Slamet    
6 Soni    
7     
8     
9     
10     
 
Keterangan : 
KT  : Kurang Trampil 
T : Terampil 
ST : Sangat Terampil 
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Lampiran     
Lembar Kerja 
 
A. Instrumen Penilaian Hasil belajar   
 
Tes tertulis 
 
Read the letter and then answer the questions accordingly. 
 
 
 
 
 
 
 
 
129 Summer Lane 
Lakeville,  New York 13126 
July 28, 2003 
  
Dear Andrea, 
     How are you enjoying your summer?  I am having a great time with my family and 
friends.  Most of the time I have devoted myself to playing softball and doing lots of 
swimming.  How is everything in Florida?  Has it been hot?  It has been only around 75 
degrees here and very comfortable for playing softball. 
     Well I had better get going.  I want to finish a really good book I am reading before 
my game this afternoon.  Write back soon.  
 
Your friend, 
Katie 
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1. The addressee of the letter above is…. 
2. „Dear Andrea‟ is the ….. part of the letter. 
3. The purpose of the letter above is…. 
4. We know from the letter the weather at that time is … 
5. Based on the letter above Andrea lives in….; while Katie lives in…. 
 
Match the phrases with the purpose/parts of the letter. 
Phrase Purpose 
I‟m so happy to share this with you Closing 
Love always To give advice 
I think you should think it over. To apologize 
Can I ask you for this favor To share good news 
I am sorry for ruining your day, but I have no other choice To ask for a help 
 
Jawab: 
 
1. Katie 
2. Salutation 
3. Tell an experience 
4. Hot 
5. Florida, New York 
 
Phrase Purpose 
I‟m so happy to share this with you Closing 
Love always To give advice 
I think you should think it over. To apologize 
Can I ask you for this favor To share good news 
I am sorry for ruining your day, but I have no other choice To ask for a help 
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Lampiran 2 
LEMBAR PENGAMATAN PENILAIAN SIKAP  
 
Mata Pelajaran  : Bahasa Inggris 
Kelas/Semester  : XI 
Tahun Pelajaran : 2014/2015 
Waktu Pengamatan :2 x 45 menit 
 
Indikator sikap aktif dalam pembelajaran peluang 
1. Kurang baik jika menunjukkan sama sekali tidak ambil bagian dalam pembelajaran 
2. Baik jika menunjukkan sudah ada  usaha ambil bagian dalam pembelajaran  tetapi 
belum ajeg/konsisten  
3. Sangat baik jika menunjukkan sudah ambil bagian  dalam menyelesaikan tugas 
kelompok  secara terus menerus dan ajeg/konsisten 
 
Indikator sikap bekerjasama dalam kegiatan kelompok. 
1. Kurang baik jika sama sekali tidak berusaha untuk bekerjasama dalam kegiatan 
kelompok. 
2. Baik jika menunjukkan sudah ada  usaha untuk bekerjasama dalam kegiatan 
kelompok tetapi masih belum ajeg/konsisten. 
3. Sangat baik jika menunjukkan adanya  usaha bekerjasama dalam kegiatan kelompok 
secara terus menerus dan ajeg/konsisten. 
 
Indikator sikap toleran terhadap proses pemecahan masalah yang berbeda dan kreatif. 
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1. Kurang baik jikasama sekali tidak bersikap toleran terhadap proses pemecahan 
masalah yang berbeda dan kreatif. 
2. Baik jika menunjukkan sudah ada usaha untuk bersikap toleran terhadap proses 
pemecahan masalah yang berbeda dan kreatif tetapi masuih belum ajeg/konsisten. 
3. Sangat baik jika menunjukkan sudah ada usaha untuk bersikap toleran terhadap 
proses pemecahan masalah yang berbeda dan kreatif secara terus menerus dan 
ajeg/konsisten. 
 
Bubuhkan tanda √pada kolom-kolom sesuai hasil pengamatan. 
 
No 
 
Nama Siswa 
Sikap 
Aktif Bekerjasama Toleran 
KB B SB KB B SB KB B SB 
1 Alin          
2 Riska          
3 Wahyu          
4 Yoyok          
5 Slamet          
6 Soni          
7           
8           
9           
10           
11           
Keterangan: 
KB : Kurang baik 
B  : Baik 
SB : Sangat baik 
 
 
 
 
Lampiran 3 
 
LEMBAR PENGAMATAN PENILAIAN KETRAMPILAN  
 
Mata Pelajaran  : Bahasa Inggris 
Kelas/Semester  : XI 
Tahun Pelajaran : 2014/2015 
Waktu Pengamatan :2 x 45 menit 
 
Indikator terampil menerapkan konsep/prinsip dan strategi pemecahan masalah yang 
relevan yang berkaitan dengan nilai fungsi di berbagai kuadran. 
 
1. Kurangterampiljika sama sekali tidak dapat menerapkan ungkapan yang tepat dalam 
surat pribadi 
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2. Terampiljika menunjukkan sudah ada  usaha untuk menerapkan konsep/prinsip dan 
strategi pemecahan masalah yang relevan yang berkaitan dengan penerapan dan 
identifikasi bagian surat pribadi 
3. Sangat terampill,jika menunjukkan adanya  usaha untuk menerapkan konsep/prinsip 
dan strategi pemecahan masalah yang relevan yang berkaitan dengan identifikasi dan 
penerapan ungkapan dalam surat pribadi dan sudah tepat. 
 
Bubuhkan tanda √pada kolom-kolom sesuai hasil pengamatan. 
 
 
 
No 
 
 
Nama Siswa 
Keterampilan 
Menerapkan konsep/prinsip dan 
strategi pemecahan masalah 
KT T ST 
1 Alin    
2 Riska    
3 Wahyu    
4 Yoyok    
5 Slamet    
6 Soni    
7     
8     
9     
10     
Keterangan : 
KT  : Kurang Trampil 
T : Terampil 
ST : Sangat Terampil 
 
 
Kepala Sekolah     Guru Mata Pelajaran 
 
 
      BOB PRABANTORO 
        SMKN 2 
WONOGIRI 
Dra.UMI MAFRUKHAH    YUNI LESTARI 
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Appendix 4 
Pre-test 
Writing Personal Letter Test 
 
Name  :     Date : 
Class  : 
Follow the instructions of making personal letter! 
5. Please! Make a personal letter based on the instruction below. 
6. Write your letter consist of 3 paragraphs. 
7. Choose one of the available themes below!!! 
a. Mother or father 
b. Best friend 
c. Grandparents 
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Appendix 5 
Post-test 
Writing Personal Letter Test 
 
Name  :     Date : 
Class  : XI (Sebelas)  
Follow the instructions of making personal letter! 
1. Please! Make a personal letter based on the instruction below. 
2. Write your letter consist of 3 paragraphs with the available themes. 
i.  Asking information about scholarship. 
ii.  Asking information about volunteering in the Palang Merah 
Indonesia (PMI). 
iii.  Giving information about poetry competition. 
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Appendix 6 
Experimental Group 
No. Students 
Rater 1 Rater 2 
Pre-test Post-test Pre-test Post-test 
1. A 53 81 53 80 
2. B 44 83 46 83 
3. C 44 85 44 85 
4. D 46 73 48 73 
5. E 63 93 63 91 
6. F 55 75 55 75 
7. G 48 71 48 71 
8. H 61 85 63 85 
9. J 63 91 63 91 
Total  9     
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Appendix 7 
Control Group 
No. Students 
Rater 1 Rater 2 
Pre-test Post-test Pre-test Post-test 
1. A 41 75 40 75 
2. B 29 29 30 29 
3. C 63 76 63 78 
4. D 29 29 30 30 
5. E 51 83 51 83 
6. F 31 41 31 41 
7. G 40 56 40 54 
8. H 36 56 36 56 
9. J 39 56 39 56 
Total  9     
 
 
